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Employee Portal 
 

How to Access Your Pay Stub 
 

First Log in to the Employee Portal
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Now Login  
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Enter your Login Name: (Username) and Password:
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Now using the menu listing on the left hand side of the page click on + Employee
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 4



 
Now choose + Personal
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Now choose Pay Stub
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If you are only in one Employee Grouping your most recent Pay Stub will be displayed. 
If you are in more than one Employee Grouping you must then click on the Employee Group box and 
choose which Group you would like to view. 
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You can also click on the Cheque Date box to view other pays that have been processed. 
 
 
 
 
 
 
 



 
 

How to Print Your Pay Stub 
 
WARNING……..Do NOT use the toolbar that you see at the top of your screen.  By accessing 

the PRINT option on this toolbar – you will NOT receive a proper copy of your Pay Stub. 
 
Follow these directions for Printing. 
 
Once you have chosen which Pay Stub that you would like to print – then you click on the small 

printer icon located next to the Cheque Date box. 
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Another window will open showing you how the Pay Stub will look. 
And now you must once more click on the small printer icon – located just above the Pay Date .   
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Now your screen will show you which printers are available for you to choose. 
Then click on   Print 
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Congratulations, you should now have a hard copy of your Pay Stub waiting for you at 
your printer. 
 


	How to Print Your Pay Stub 

